TITIS OF ASSIGRMENT

I. Vital Records

II. Reeords Control
Schedules
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SOME PRINCIPAL RECORDS MARACEMED ASTIVIFYSS FOR JANUARY 1963 Reports
ASBLED 20 o5y STATUS AND RESULTS
L] a. Arranged for Office of Security to inspect
the GBA vital Records Depository at Neosho,
Hlssorui.

b. Revised the PE/DDP Vital Records Deposit
pchedule

2. Pmmtaﬁ/m Vital Records Workehop to
25 pmms:hw sgencies at the GSA
Records t Semivar .

1. 8, Reviged OCR Schedule to provide for reviewing
I:l 25X1 intelligence documents now in the Records

Center sfter 5 yesrs. The aperture caxd will
serve as the record copy in lien of peper.

b. Bevised OCR Schednle to provide for
deztruction of Conrier Recalpts in six months
instesd of one year.

¢. Revised FI/DDP to yrovide for keeping Cables
six months instead of eightesn months and to
mrovide for tranafer of other items to the
Records Center.

4. BRevised schedule for 0ffice of Comptroller,
Budget Diviasion to provide for transferring
records to the Center afier 2 Fiscal Years.

e. BRevised one {tem of Office of Security Schedule
to provide for transfer to Records Center.

£. Arranged for transfer of one cubic foot of
Support records for FEf  |to Records Center.

Approved For Release 2005/11/21 : C|A-RDP70-00211Rdbd’5600g6014-1
S i Y :
AR LR TS

25X1



LITLE OF ASSICTRMENT

II. Recards Control
Schedules (continued)

3.

III. Porme ¥Yausgement 1.

25X1 2.

25X1 IV. Survey of Medieal
Staff Papervork

a,

b.

2.

&

Ce

4.

A,

MT'}Q
s o ORRFIDEY SR

Posted Organizetional changes in Office of
Pergonnel %o schedule.

Continuing the reviev of OiR Schedwle.

Completed a Records Control Schedule for
Englneering Division,[ |

Congleted O new snd 4 revised forme for
Efice of Security.

Developed a new fora for Genersl Counsel to
be used in routing new Congressional bills o
Agpney Officiala.

Pranaferred the 16 forms used by ALE Staff
Lrom OTR to Medical.

Elimmtedﬂ‘vfomumaﬂtofmw
with Ares Records Officers.

Mafommwmmtumm

6 official forms. In addition, the nev form

will save substantial money by rmeducing the .
volume of Cables and the cost of Air Msil. /\
Operationsl spprovals which required 77 pages
will now require anly 24 as a result of this
revised form.

Revisged the dispatch form to eliminate one
cOpy of the set which results in saving over
k00,000 copies per year.

Submitted report of Survey to Executive
Officer containing 13 sccomplishmsnts made
during the surveyusand 18 recomsendstions for
further changes in procedures and policies.

25X1
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TITLE OF ASSICHMRNY ASSTGHED TO ' &1‘:‘.4.2'!35 ARD RESULTS
25X1
W. BRecords Survey, a. Submitted report to Chief, Fhyeical Securi
Building Security Branch, mmmammimum;mtg
Office of Seemrity survey end containing 8 recommendations for
further changes in systems and procedures.
VI. Shelf pile 8. Arranged for Office of loglstics to identify
and inventory ail surplus shelving in

25X1
b. Arranged for OBI to use swplus shelving.

25X1 VII. Requisitions for 8, Identified surplus Rol-Dex equipment in
3@1&1?&:3@1% :l Warehouse for ese by Office of Security.

b. Located thru Surplus 5 Specialty ( Superfil
mmrwmwnmmtg.( *r)

[ gmdmmntotZRa&ry?ﬂzt for
d. Approved procurement of one thirty-aix compart-
ment unit of Steel Sorting Bquipment for
Cosmmunications.
25X1 2. Approved Special Sorting File for WH/DD/P.

b, Obiained informeation for m Librery for
special Card File equipment.

VIII. Operstion of Records 2. Received 824 cu. £t; destroyed 1047 cu. £4%;
Center and Vitel Records furnished 31,931 references. This is the £irst
Repository ingtapce in more than a year when we destroyed

wore records than we received.
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TITLR OF ASSIGHMENT ASSTONED 7O 25X SIAPUS_AND RESULTS

IX. Apmroval of Jecure 1. a. Coneurred in proposal for a secure ares
Areas for ORR; no records pmumgement implications.

X. Records Mansgement Survey, 1. a. Arrenged with[ | Chief of 25X1
Operations Division, DOR Divigion, for survey o begin on 28 Jenuary.

It will ipclude Plle System, Reccrds Control

Schadule, Vital Records Scheidule and Mail

Control System.

XI. Miscellanems 1. &. (I gtaff requested mseistance in estsblishing
& method of being {nformed sbout the

25X1

2. b. Attended the Pederal Records Msdwieient
Officers Monthly meeting.

¢. Three members of my Staff
Anslyet Conference. 25X1

25X1 cc: [ ] ( Records Center)
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